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OFFICE O F  THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR' 

REC@RDS MANAGEMENT:QIVISlON 

- a '  

APPLICATION FOR RECORDS RETENTION SCHEDULE 
~ - .. ~ ~~ ~ . ~ . .  ~~~~ -~ .~ .. ~ ~ ~~~~ 

~ I -~ : . . . 
~~ ~~ 

INSTRUCTIONS: See Publicatidn No. 76-EM-! for instructions on completing this form. Forward signeg'original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Geoi'gia, 30334, 

I Attention: Scheduling Section. ! 

~ - 
~ - 

Special  Assis, tant t o  OPB Director  65 6-38 3 3 
~~~ ~ - ~~~ ~~~~ -- - 

~ ~ ~ ~~~ -~ ~ ~ ~-~~ ~ 

~~ ~~ ~ ~ ~ -~ ~~ 

B i l l  Smith 
~ 

i. Action Request& 
a. 
b. 

c. ' Q Ame.nd A~&gk?n- --=---,-Check One:~_Change; 0 SupeIgde: 0 Void - ~ ~ 

0 Estaoiisn Retention Schedule: &cord will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

rds Series Title (followed by title used in office,' if different) 

ANNlJAJi BUDGET REPORTS FILES 

What is the function of the Division and the Office in which this record series is created? 

- .- 

L ~ a t e ~  of series 
ia r l i en  Latest 

FY 78 t o  date 

i. Division and'Office Function 
~ . -1... . ~~~~ ~. -- -. ~~ .~~ . - ~ 

Headed by a Director ,  t h i s  Division is  responsible  f o r  providing support se rv ices  t o  
a l l  Divisions and personnel wi th in  the  Off ice  of Planning and Budget. These serv ices  
include preparat ion of the  OPB Budget, maintenance of agency f i s c a l  records,  supervi- 
s ion  of purchases, suppl ies  and inventory cont ro ls ,  preparat ion of a l l  graphics ma- 
terials, and performance of a l l  personnel se rv ices .  This Division a l so  provides these  
same serv ices  t o  the  Off ice  of Consumer Affa i r s ,  t h e  Consumers U t i l i t y  Counsel and 
the Governor's Committee on Postsecondary Education under the "adminis t ra t ive purposes 
only" provision of reorganizat ion.  

~ ~~~ __. -~ ~ -. - .- ~~ ~ 

'. Record Series Description ~ 

Documents relating to: proposing and amending the  annual S ta te  .budget f o r  Georgia. 

This file contains the~following'documents (include form numbers and tit/& if any): 
Attach samples of the file. 

Included are: pub 1 i c a  t ions en t i t l ed  : 
(1) The Annual Budget Report f o r  Georgia 
(2)  The C a p i t a l  Budget Report 
(3) The Amended Budget Report 
( 4 )  The Budget I n  Brief 
(5) The Governor's Pol icy Statement 
(6) Any o ther  s imi l a r  publ ica t ions  t h a t  may be  added i n  the fu ture .  

File i s  arranged: chronologically by f i s c a l  year.  .._ 
, .\ - '  , .' 

~ ~ - 
~~ 

- ~ ~~ ~ ~~~ ___-. . ~ ~ 

8 Monthly Reference Rate 

One to six months old 
twentyfive months and older---. ~~~ ~ _ _  ? 

Annual Rate of Amumuiation-of Records 
Letter-size drawers ~ . .  =- ~. -; Legal-size drawers - ~  shelves I ~ L. ...; Other (spwify) ~. 

How often are records referred to which are: 

-; Seven to twelve months old . . ~.; Thirteen to twenty-four months old - . I  * 

~ ~. ._. . . ~~~ - - - ~ ~ 

. . ~ _ ~  . d 

A-59-71. Rev. 76 



-yR-p=s. . . ~ ---I ,-.-.-. ~ .: -=-._ -.- _i.--..?--~ ...-..- ' .--.._-- _ _  -- .-. .~ __ - . % L I  ~ - -  IES  N O J - ~ O . - - ~ A ~ Z ~  ~~~ in the ~ prowr column) . -.-* ~= ---.-I_________ ' .- 
a. Is this the official copy of the series? 

b. Does the series contai confidential information requiring security handling? If yes, cite law or regulatiy. 
- 

r 
-~ X 1 I ... If noLwhereis it? 

ntained in th is  series ever analyzed and/or recorded in a summarized report? 

-- 

1. Retention Requirements The following requires the series to be kept: 

years. d. Audit period years. a. State Law 
e. Administrative need HISTORICAL years. b. Statute of limitation years. 

c. Federal law - years. f. Federal retention instructions years. 

.f 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

------ 
2. Anwved Disposition lnstruaions This agency recommends that the file series be cut otf at  thti end of each: 

0 Calendar Year: 0 Fiscal rear; d Other ~ then, 

0 Hold in the current files area 
0 Transfer to local holding area, hold - year(s); then 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
[B Other (Specify) 

month (s) year(s); then 

year (5) ; then 

Cut o f f  f i l e  each July 1st and up'ot~ publication of the "Budget In Brief"; then 
transfer to  State  Archives for  permanent retention. 

These instructions apply to al l  prior and future accumulations of the series. 

lecommendations in para- 
lraph 12 are approved. 
If disappmvad, anad, letter 
if explanation.) 



* 

. -  - 
OFFICE OFTHE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See PubliAtign No. 7eRM-1 for instructions on completing this form. Forward si  ned ohginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, d eorgia, 30334, 

I ,  Attention: Scheduling Section. : 
FOR AGENCY USE 1. Agency A d d r h  FOR RECORDS MANAGEMENTUSE 

ipplication Date Office of Planning and Budget 
Internal Operations Division 
Room 6 1 2  
TrinityIWashington Building 
Atlanta, Georgia 30334 

79-  I75 
Dam Completed 

I OCT 1 6 1979 - - __-- 
Telephone Number 

656-3833 
-- 

ipplication Number 

-_ - - - __ - _____ 
!. Person to Contact 

AI&I Requested 
a- 
b- 

Working Ti t le  
Bill Smith Special Assistant to OPB Director 

_ _ _ _  _. 

Estaaiisn Retention Sched*; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. _- - - CheckOne: 0 Chanqe; 0 Supercede; 0 Void 

1. Dates of Series 
iarliest 

5. Records Series Title (followed by title used in office; if different) 

ANNUAL BUDGET REPORTS PILE 
i. Division and Office Function What is the function of the Division and the Office in which this record series is created? 

Headed by a Director, this Division is responsible for providing support services to 
all Division and personnel within the Office of Planning and Budget. These services 
include preparation of the OPB Budget, maintenance of agency fiscal records, super- 
vision of purchases, supplies and inventory controls, preparation of all graphics 
materials, and performance of all personnel services. This Division also provides 
these same services to the Office of Consumer Affairs, the Consumers Utility Counsel 
and the Governor's Committee on Postsecondary Education under the "administrative 
purposes only" provision of reorganization. 

-1 
____. '. Record Series Description 

Documents relating to: 

T h i s  file contains the following documents (include form numbersand rit1es;if any): 
Attach samples of the file. 

proposing and amending the annual State budget for Georgia. 

Included are: publications entitled: 
(1)The Annual Budget Report for Georgia 
(2)The Capital Budget Report 
(3)The Amended Budget Report 
(4)The Budget In Brief 
(5)Any other similar publications that may be added in the future. 

File is arranged: chronologically by fiscal year. 

__I-__ - 

l. Monthly Reference Rate 
One to six months old 
twenty-five months and older--? 

). Annual Rate of Accumulation of Records 
Letter-size drawers ; Legal-size drawers ; Shelves ; Other (specify) 

How often are records referred to which are: 
; Seven to twelve months old : Thirteen to twenty-four months old 

c_--__._ 

---_- __I__I__L_ _ _  __ 
9-50-71. Rev. 76 ( O W )  



Attach copy or excerpt of laws or regulations. Explain administrative need. 

-~ - ~ _____~ i___y_ 
~~~~ 

___. ____ ___._.__ 

12. Amroved Disposition Instructions 
. 

This agency recommendsthat the file series be cut off a1 tht end of each: 

0 Calendar Year: II Fiscal Year; Other . ,.- ~ .._l then, 

0 Hold in the current fi les area -. ~.-rnonth(s) 
0 Transfer to local holding area, hold ___._-_ 
0 Transfer to State Records Center: hold ~ --.-Ayear(s); then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

~ yeark); then 
year(s); then 

% Other (Specify) 

Cut off file each July 1st and upon. publication of the "Budget In Brief"; then 
transfer to State Archives for permadent retention, 

- 

These instructions apply to al l  prior and future accumulations of the series. 

.I__-~-_F 
qecommendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
,f explanation.) 

State Auditor/Designee 

Attorney General/Designee -- 
-~ 


